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P a s s w o r d s 

3. Passwords Basics  

¶ Your passwords should be a combination of 

numbers and letters. 

¶ Do not use special characters (% etc). 

¶ Do not use a combination of upper and lower 

case letters 

¶ Keep a note of all your passwords in your 

Password folder. 

2. DO NOT leave your computer unat-

tended.  If you feel that someone 

else knows your password you must 

get it changed. Mrs Morrison a Tech-

nician in Room 14b (the Computing 

Base) will be able to do that for you.  

 
You cannot be logged in to 

two computers at the same 

time. If you forget to log off 

when you leave a room and 

then try and log on else-
where you wonôt be able 

toðyou will need to go 
back to the first room and 

log off.  

1. When  a pupil comes to Websterôs they 
are issued with a username and password.  
The password  should be immediately 
changed to a new one. 
 

web10smithcs 

Websterôs Year pupil 
came to 
Websterôs 

Surname Initials 
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Science English Maths Passwords Social 

Subjects 

Music PE Personal Art ICT 

1. Folders can have folders within them. For instance 

the ICT folder could have sub folders for Spreadsheets, 

Video, Animation, Database, Word Processing, Presen-

tations. 

ACTIVITY 1  
In your home directory make folders 
up similar to these. 

ACTIVITY 2  
Make up sub folders for ICT: SS | DB | WP | GR | PPT 

2. More on Folders  
Files should be kept in folders 
(directories). This will make them 
easy to find.  
 
To make a new folder in the home 
directory simply right click 
(anywhere in your home directory) 
and go to New | Folder . 

F o l d e r s  

ACTIVITY 3  
Add a happy face J to the first part if 
the tail if you feel you have totally un-
derstood this topic. 
Add a OK face K  if you feel you are 

fairly sure. 
Add an unhappy face L if you are not 
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F i l e  S i z e s 

2. Photographs can be made smaller in 

terms of memory size by using a proc-

ess called compressing. Hovering over 

a picture icon will show its file size.  

1. It is important to keep the size of your files as small as 

possible. Your home directory has a size limit of 25 or 30 

megabytes. This can fill up very quickly when you are deal-

ing with photographs, sound and videos. 

3. Right click on the photo and open it with Microsoft PhotoEditor.  
The photograph is shown at 10% of its physical size.   

We can reduce its size in PHYSI-
CAL terms by going to Image  | 
Resize  

ACTIVITY 4  
Find the 5 ICT words in the 
square.  
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ACTIVITY 6  
Which of these views shows the size of files? 
 
 

N e t w o r k s  a n d  F i l e s 

1. The school network is made of 

the following drives:  

ACTIVITY 7  
Go to Word and open a blank document. 
Type in =rand(5) and press the enter key. 
Save the file as Test followed by your ini-
tials  in Rdata /Pupils Only/Show 
Class/Mr Wilson  

2. Each of these icons is called a drive. You 
should see a drive with your name on it. This 
is where you save your work to.  Sometimes 
your teacher will ask you to look at some-
thing in sourcef. You cannot save to this drive. A copy can be saved into your home 
directory. 

3. Rdata /Pupils Only/Show 
Class is an area where you can 
save files to as well. However every-
one can see and delete files saved 
there so be careful! 

ACTIVITY 1  
 Go to SourceF /Compute / ICT 
Skills and save a copy of the file 
Network1 into your home  
directory. 

Web10SmithC 
OnòSr1web... 

ACTIVITY 5  You can look at these drives in  

different ways. Go to View and try 

Thumbnails, Tiles, Icons, List, Details. 

ACTIVITY 8  
Add the face to Hissing Sid (tail 2) that 
you feel shows your understanding of 
this topic. 
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Right click on the photograph and 
open with Microsoft PhotoEditor.. Go 

to Image  | Resize ..  
If the Width  is adjusted to 
10%. You will notice that the Height 

adjusts to 10% as well (to keep the 

photograph in proportion).  
 
The photo looks very 

small. 

However you are viewing 
your photograph at 10%. The 
View percentage can be setback to 

100%. 

ACTIVITY 9  
      Sourcef/Compute/ICT Skills 
¶ Resize bloodhound  so that it is 1cm 

wide. Save to your home directory.  
¶ Resize duck pic so it is 25% of its origi-

nal size. Save to your home directory. 
¶ Resize lazy_sportacus so that it is 

125% of its original size.  Save to your 
home directory. 

S c a l i n g  

ACTIVITY 10  
Add the face to Hissing Sid (tail 3) that 
you feel shows your understanding of 
this topic. 
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2. The following window appears:  
Setting the slider far to the left really 
compresses the photograph. 
 

1. We would  want to  compress a  photo-
graph until its file size is less than 200 kilo-
bytes (as a rule of thumb).   
Right click on the photograph and open 
with Microsoft PhotoEditor. The photograph 
will now be seen on the screen. File  | Save as  
The following window appears: The More >> button has been clicked. 

C o m p r e s s i n g  a  P h o t o g r a p h  


